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ABSTRACT 

This booklet describes a model technical assistance 
program of 16 products and services for Comprehensive Employment and 
Training Act prime sponsors. An introduction overviews the developer, 
the National Center for Research in Vocational Education, and the 
model. Goals and components of the model are described. This 
information is provided for each product/service available: overview, 
purpose and objectives, and description of product and/or services. 
These technical assistance needs and the products and/or services 
designed to meet them are described! working with service deliverers 
(guidelines for Requests for Proposals, proposal development, and 
evaluations) ; using new information (reviews of demonstration 
projects and Knowledge Development Activities); using labor market 
information (guidelines) ; collaboration (apprenticeship 1 inkage 
models ) ; intake ( implementation guidelines); testing ( implementation 
guidelines); guidance and Employabil ity Development Plans (guidance 
procedures and employ abi 1 ity guidelines); orientation to world of 
work (individualized curriculum); planning, decision making, 
occupational choice (individualized curriculum); work maturity skills 
( individualized competency-based curriculum) ; job search skills 
(individualized competency-based curriculum); private sector 
involvement (procedures for identifying needed training and skills, 
methods of gaining commitment to hire); reading and math (procedures 
for teaching occupationally relevant skills); job placement and 
development (guidelines for agency collaboration); and followup and 
f ollowthrough (procedures) . (YLB) 
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THE NATIONAL CENTER MISSION STATEMENT 



The Na t ional Center tor Research in Vocat ional Ed u cat ion 1 s 
mission is to increase the ability of diverse agencies, 
in, -it i tut ions , and o trgan iza t ions to solve educa t iona 1 problems 
l*u i a t i ng to i nd iv id ua 1 caree r p'lcinn i nt J * Pre para t ion , and 
progression . The Na t iona 1 Cen t**r fulfills its mission, by : 

# Generating knowledge through research 

# I>;*vuloping educational programs and products 

# Eva 1 ua t ing ind iv idua J. program needs and ou tcomes 

# Provid ing i n forma t ion for nat ional plann ing and policy 

# Installing educa t iona I prog rams and prod ucts 

# Op*- ra t i ng i n norma t ion sys terns and services 

# Cond uc t ing Icac^a rsh i p development and tra in ing programs 
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The Program IntonnatLon Office 

The National Center for Research in Vocational Education 
The Oh io State Un iversi ty 
i960 Kenny Road 
Columbus , Ohio 4 3210 * 

Telephone: (614) 486-3655 or (H00) 848 F -4315 
Cable; CTVOCEDOSU/Columbusr Ohio . 
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Technical Ass is t a nee for Einploymen t and Train ing Program : 
Overv iew describes sixteen products and services developed for 
the U.S. Department of Labor's Office .of Youth Programs. These * 
products and serv ices ate intended to comprise a " £ull-serv ice" 
technical assistance model that can be used by the employment and 
training community to better meet the training needs o£ staff and 
CETA-el ig ible youth and adults. 

The contributions o£ the Fort Wayne (Indiana) Area Consortium 
Philadelphia Office o£ Employment and Training and Kentucky 
Balance of State Prime Sponsor are gratefully acknowledged* These 
sites participated in the planning and pilot testing of selected 
products and services. 

Appreciation also is expressed to project staff. Brian 
Fitch, Program Director/ was t ; >e major author. Other staff 
members include Sandra Pr itz* Program Associate } Robert Bhaerman , 
Research Spec ial is t ; Bet t ina Lanka rd , Program Assoc i ate ; Gale 
Zahn iser , Program Associate ; and WiL liam Goldwair , Research 
Special is t . 

Robert E. Taylor 
Execut ive Director 
The National Center for Research 
in Vocational Education 
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EXECUTIVE SUMMARY 



Under contract with the Off ice of Youth Programs , U.S . 
Department of Labor, the National Center for Research in Vocational 
Education has developed and tested a model technical assistance 
program of products and services for CETA prime sponsors. The 
National Center worked closely with three prime sponsor pilot 
sites to identify their technical 'assistance needs. These needs 
.were reviewed by a project advisory committee consisting of 
representatives of CETA, education t community-based 
organizations, and the private sector to ensure that the products 
anci serv ices prov ided would be useful nationally. 

Accordingly , staff training programs , implementation 
guidelines, and curricula have been developed to help prime 
sponsors improve their services and use their resources more 
efficiently. The sixteen products and services provided meet 
major needs in plann ing ; intake and asses sm en t ; caree r 
orientation and planning; employab il i ty and job retention skills 
training ; occupational skill training; and placement , f ollow-up* 
and follow- through • 

This overview booklet describes the goals and components of 
the technical assistance model, and detailed information is 
provided fo£ each of the products . and services available. 
Endorsements of the program's effectiveness are included, as well 
as information about availability of the products and services. 
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* INTRODUCTION * ^ 

* ♦ v 
Overv iew of: the Nationa l Center 

The National Center tor Research in Vocational Education has 
been involved^ with employment and training programs for more than 
sixteen years. During^ this t ime / the National Center has 
provided research, development* evaluation * sta££ training * and 
technical -assistance for CETA pr ime sponsors ; business * industry * 
and labor; schools; and agencies of local* state* and federal 
government. 

More, than 300 permanent employees at the National Center work 
on the eighty to ninety projects that are conducted annually. The 
staff is organized into seven operating divisions in order to 
meet the specific needs of its sponsors. These divisions are: 
Re search * Developmen t * Ev^luat ion and Pol icy * Special Projects * 
In format ion Systems , Personnel Development * and 1 International * 

Funds for the National Center's activities come from such 
sponsors . as the U.S. Department o£ Labor ( DOL) *' U. S * Department 
oC Education* the National Institute o£ Education * state 
departments of education* local school districts* private . 
industry and business, and nonprofit institutions and 
o rgan i za t ions . 

Tec hnical Ass i stance Model 

The Na t ionaL Center Cor Research in Vocat ional Educat ion * 
while under contract with the Department of Labor, developed a 
technical assistance model and services for use by the employment 
.and training community. The model is based on the technical 
assistance needs identified by selected CETA prime sponsors* 
private industry councils* service providers, state manpower 
pe r Sonne 1 * re<j ional management assistance statf membe rs * and 
federal representatives. 
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, „ * GOALS AND. COMPONENTS OF THE MODEL 

■ . v • . V' 

The general goals o£ the technical Assistance and training 
model are to ; ^ 

1. Improve the} capacity o£ tJie^CETA system to provide 
high quality training to y<^uth and adults 

\ 

2. Foster improved linkages between agencies so that 
training can respond to the needs o£ proyram 

par t ic ipan ts and the labor market demands 0£ the 
community 

3 . Develop farther, through pilot testing o£ the 
technical assistance and training model t the 
capacity of the National Center to serve as a 
provider of technical assistance to members of 
the employment an^ training community 

The goals of the modelr-iyere achieved by developing sixteen 
prod uc ts a nd se rv ices that are des igned to mee t major techn ical 
assistance needs. These components are overviewed on the 
foilowi ng page . 



* PRODUCTS AND SERVICES 

Sixteen products and services are available to the employment 
and training cominun i ty f com the Na t ional Con t er . The fol lowing 
sec t ions p^pvide in £onna t ion about ..each proctuc t and service / 
cons is t ing of an overview/ s ta teinQn t o £ pur pose and ob j ec tives / \ 
and descr ipt ion o£ services , 

Working With Serv ice Del i vera rs 

Ove rv ie w 

The Request for Proposal (RFP) is one o£ the most important 
doc umen ts ever writ ten by an em ploy men t and training agency. The 
RFP should be based on the agency's plan for providing training 
and services and be writ ten in such a way that poten t ial serv ice 
providers will be completely responsive when developing their 
proposals. 

Problems sometimes arise in. the RFP and proposal development 
process, however. Examples of such problems are (1) the RFP does 
not adequately reflect the agency's plan; (2) the RFP does not 
call £or desc r ipt ions o£ programs that can be measured in terms 
o£ outcomes for participants; ( 3) potential service 



<:UA TECHNICAL 



ASSISTANT COMPONENTS 

'V. 



AT\rt Service* 



" Page 



I • p lann I ng 

A, forking rtfth sorvice deliverers 



H- Using Information 

C, Using labor marker Inf ormet ion, 
i^ol laboratfon 



Guidelines for Requests for Proposals 

(WFPs>, proposal development, and 

evdl uat ions 
Reviews of demonstration projects and 

Office of Youth Program's Knoaledgo 

Development Activities ^ 
Guidelines on developing and using labor 

market In format Ion 
Models of apprenticeship Ilnftagos 



11 

13 



II. Intake (jnd Assessment 
A* intake 
0. Tasting 



C* Guidance and E,mpl oyabi | 1 ty 
" Development Plans {tCPs) 



Gu idel I no*j for Imp lemon tat ion , 
Guidelines for Implementing a testing and 

assessment program, Including a 

bibliography description of tests 
Guidance Procedures and emp loyabl I I ty 

guidelines for EDP development, updating 

and use 



17 
19 



111. uareer orlentat ion and planning 
A, Orientation to the world 
of work 

6, Plenniny, decision making, 
occupational choice 



Individual IZeJ eurr I c u I urn 
Individual J zed curriculum 



27 
31 



17. EmployabI 1 1 ty ski I Is 
A, Work matur i ty 
B* Job search 



I nd J v idua J I -ied .competoncy-based curr icu f um 
-Individualized competency-based curriculum 



35 

39 



V, ^Occupat ional ski 1 1 train Ing 
A* Private soctor involvement 



3, Job Ira In I ng 



Read i ng an J math 



f-Yocoiiures for Identifying training to be 
jlvon and sk f I'.l s to be taught; methods o'f 
gaining private soctor commitment to hire 

Individualized comperoncyTba&ed curriculum 
for selected occupations and models for 
new development 

Procedures for teaching occupat ional I y 
relevant basic skills 



47 
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V 1 . Pi acomant , f o I low-up, /ind foi low-through 
A, Job p I ,jc >rnont 

K TT, r<j I low-up jnd follow-through 



Ouhlollnus for collaboration among agencies 
In job development and placement 

Procedures for conducting follow-up and 
identifying supportive services that may 
bo noedod 



r >3 



Note; All prrxlucts and services include a staff training component 
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provide rs have d i tfieulty writing proposals that are responsive 
to the HFP; (4} proposals that are written do not provide the 
basis fot; program monitoring and evaluation? and (5) the 
sponsoring agency does not have a uniEorm process for evaluating 
the s t reng ths and weaknesses ° f proposal s * 



Pur po s e and 0b3 ecti yes ^ 

The National Center oLfers a combination of services to 
assist the s t-i t f ot employment and tra i n ing agenc ios in the 
d^ve iopmen t o i RFPs and oval ua t ion of proposal s , and al so to 
assist po ten 1 1 d L sorv ice prov iders th the deve Lopmen t o t 
proposals . 

In working with employment and training agencies, the National 
Center assists agency + s ta L (: to-- 

• commun teate the need £or programs and services 
in a clear and cone i so ifmnne r in the KFP ; 

• include in the ke P spec i tie requi rumen ts for 

v t goa L s , obj ec t i ves , prog ram activities, evaluation 

proeed ures , and budgets ; and 

• plan a uniform and epmprehens J ve evaluation 'of 
proposals that are rece i ved . 1 

Tile National Center also assists potential sorv ice praviders 
in-- 

• identify ing the need that the spon soring agency 
has and the spec i i ic problems t ha t must be [ 
solved ; 

• developing goals, .objectives, program activities, 
eva 1 ua t ion proced ures , -and b udge ts tha t ^ re 
performance based and represent the outcomes 
that are to be* aeh ievod with pa r t ic ipan.ts ; 

• cons ide ring 1 inkages with other serv ice prov iders 
that 4hpl<3 improve the experiences offered to 
part ic ipan ts and red uce the overal I cost of 
program i mp 1 erne n tat ion . 



Description o f Se rv ices 

The Na t ional Center prov ides a combina t ion of s ta £ fc tra ining 
a nd i nd i v id ua 1 cons ul ta t ion to 'nee t the rfeeds of efn ploy men t . and 
tir h in i ng agenc ies and s+jrv ice prov iders * 
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'V;su>Lin<j with the deve Lopmuii t ot Lhi* kb'P unci with evaluation 
<j1 proposals usually rugu i tus a jx* r k^i I oL sovu ral mon ths * Dur 1 ny 
Lii i ^ t uno the No t iona 1 Center meu ts wi th s taf t members to de ter- 
m ino the purpose o[ the RFP. and problems I ike I y to be encoun tered 
in writing it, cond uc ts large and sma IL group training sessions, 
reviews the document in draft stage and recommends modifications 
as fiect.'^s-ary, prepares pruposa i evaluation proeed ures and g u ide- 
1 ines , a nd pa r t i c i pa tes in proposa I ova I u.:i t ion if so requested * 

Ass i-^ tanci>- to tin rv ice prov idu rs u.su a I iy is g i ven in a 
workshop Lt l ng whuru prov i s ions o L the KPP are rev ie wed and 
spec i \: ic training is g iven Lor proposal development . procedures , 
teoimi quus , and examples are presented tor wri L i_ng all parts of 
the proposa i . Workshop participants actually draft sections of 
the i r proposa Is i u r ing the workshop and receive ass is tance and 
critiques. The workshop usually requires one to three days 
depending on the scope of tile RFP and tne needs of the staff to 
be trained. Follow-up assistance >can be provided after the 
workshop i i necessary • ; . 
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Using New information 



Overv ie w 



The Question ot us ing new in format ion is add reused in the 
Knowledge Development Workshops conducted by the National Center 
to r Research in Voca t ional Educa t ion - These training sessions 
enable statt of employment and training agencies to use the 
U , S. Department of Labor ' s Knowledge Development Reports and 
related materials tor problem soLv iny and act ion planning • The 
topics of the workshop are selected by the participants who make 
t^eir needs and interests known betotre the workshops actually 
begin* The workshop sessions- are intended to "pull" 
toye the r " and make some "sense" ot the mass i ve amount o £ 
in formation included in the reports . Much of the ava ilable 
^formation .applies to adults as well as youth. 

The reports are grouped in twelve categories: (1) Knowledge 
Development Framework, ( 2) Research on Youth Employment and 
Employabil i ty Development , (3) Prog ram Evai uat ions , { 4 ) Serv ice 
and Participant Mix, (5) Education and Training Approaches, (6) 
Pre -Employment and Trans it ion Serv ices , ( 7 ) Youth Work 
Expe rience , {8) Implementation Issues, (9) Desiyn and 
Organizational Alternatives, (10) Special Needs Groups , ( 11 } 
Innovative Approaches , and ( L2) Inst i tutional Linkages . For each 
o£ these categories a number of significant Eindings exist. 
Workshop staEE members present these Eindings in a succinct way 
by providing an overview of the significant conclusions in the 
reports and specific strategies and techniques that have proved 
successful Eor both in-school and out-of-school youth in 
employment and training programs . The focus , however t is not 
solely on youth; other target populations are included. 

Purp ose a nd Ob j ect i ves 

The specific purposes of the workshops are (1) to present a 
brief background explanation o£ the Knowledge Development ef Eort 
of the Of f ice o£ Youth Programs , (2) to present an in-depth 
review and synthesis of the Knowiedye Development Reports in 
areas of concern to t £he workshop participants, and — based upon 
this analysis — (3) to develop action plans in order to solve 
problems o£ concern to the participants, 

in 1 ight of the growing emphas is on program accoun tabil i ty 
and cost-e £ feet iveness , it is important that employment and 
training agency staff be aware of significant research f inding s 
and be able to apply them locally. 



7 



Description of Serv ices 

The workshop itself, which can be structured in either a one 
or two-day f or in a t , beg ins with a general discussion of the 
problem areas identified in advance by the participants. In 
small group sessions t the focus quickly turns to problem solv ing 
The participants list the problems that they face for which they 
hope to find solutions during the workshop. Then they review 
excerpts of the Knowledge Development Reports and other material 
and take notes about any potential problem solutions. Problem 
solv iny includes the following steps : 

• Identify participants and their needs, 

• List options that are available to you. 

• List positive and negative points of each option, 

• Decide on the appropriate strategy to meet the 
needs and the resources that arc necessary to 

^ employ that strategy, 

{ 

• List the steps needed to implement the strategy. 

Time is spent on drafting action plans by individuals or 
small groups with common problems, yhe final v-*orkshop activity 
is a large yroup session in which participants share their plans 
and summarize their next steps. 

The spec if ic materials used in the workshop are as follows : 

• Background Information on the Knowledge Development 
Repor ts . This product includes a brief description 
ol the goals of the knowledge development effort t a 
list of the twelve categories of the reports, titles 
of the reports i brief abstracts, ordering information , 
and a list of important supplementary reading and 
discussion materials. (25 pp. ) 

• Excerpts from the Knowledge Development Reports. 
Depending on EFTe topic t these excerpts incl ude between 
twelve to fifteen relevant portions from the reports. 
The criteria for their inclusion are their relevance 
and timeliness to the problems prev iousl y identified 
by the participants. This M raw material" prcJvides 
useful background information for the problem-solving 
and ac t ion- planning approach . (75 to 100 pp.) 



In this mdteriuL , the part iciuants will t ind use Lu 1 s t ra te<j ies 
jmJ tech n iques as we L L as impor td n t l: in J iny s and conclusions 
that o t Ler idtrus f nd insights to as<i is t them in the ir day-to-day 
wo r k . 

In add i t ion , supplementary matei" ia Is prepared by the Na t ional 
Center are available to workshop part icipants . The following 
three Information Resource Packets are used; 

• Pianni ny and Ope ra t ions 

• IntaKe, Assessment , and Career Explora t ion 

• Training , Placement and Follow- Up 

Three items have buen prepared for each of the three topics: . 

• "Stratey ies" — cone ise s ta temen ts from recen t research 
on some of the more e f f ec t i ve techn iques for deal ing 
with the issues noted above (4 pp* ) 

• " Cone 1 ui> ions" -- f ind iny s from some of the relevan t 
jTicijor studies in the various areas of employment and 
t rain i ny (8 Pp* ) 

• " Pub L ica t ions" — br ieC abstracts of the major research 
and development studies that have appeared in the past 
few years in these areas (20 pp.) 

Other In forma t ion Resource Packe ts in areas iden t i f ied by the 
participants can be developed as they make their needs and 
i n teres ts known to the workshop staff* 
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Guid e 1 ine s for D eve loping and Usi ng 
Labor ♦ Market Information 



Overview 

Tnis service is designed to provide employment and training 
pro j ram .planners and managers with a strengthened capacity to 
develop programs that are attuned closely tu the needs uf Local 
employers and labor market conditions. This is done by helping 
l>lannui; s , manage rs , and o t tiers invo 1 ved w i tli proy ram design a nd 
implement. 1 1 ion to place increased emphasis on the use of labor 
market in format ion for planning and operational purposes. As a 
mea us tor doi ny this, the wor k of this pro jec t is d i rec ted to the 
tocal adapt.* t ion and implements t i on uf two tool s* One is a set 
o t g u ide 1 ines and pcoced ures^ for cond uct i ng a com pre hens ive , 
local Labor market analysis * Th^ second is a set of guidelines 
a nd proced u res tor developing an operational plan for meeting an 
agency 1 s labor market in forma tion needs, 



P u rpose and Obj ect i v es 

The service has as its overall goal the improvement of the * 
qua 1 i ty o£ labor mar ke t information that is used to de to rrni ne the 
tn ix of programs and serv ices of: fered to a local area's 
eeonom Lea 1 1 y d i sadva n taged and unemployed popu la t ion * This goa 1 
is accomplished by fulf illing the fol lowing objectives: 

I • Improve the quality of local level data that are 
co 1 lec ted { i nc 1 ud ing data requi red Uy £ede ra 1 
nanddtes and information needed £or agency 
planning, and operations). + 

2 * Broaden the anal ysi s wh ich agenc y per Sonne 1 
conduct of loca l , state , and na tiohal labor 
market cond i t ions a f £ec t ing proy ram per forma nee . 

3* Clarify the picture which agency personnel 
hold o£ the local labor force via improved 
data co llectionand ana lysis* 

4 . Deve lop an org an i 'za tion- wide opera t ional plan 
£or the use, o£ labor market information* 



Description of servic es 

The object Lves are real Lzed by working on a one-to-one basis 
with stat L members of a particular agency. Problem areas r 3 la ted 
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to labor ma eke t m tor ma t ion are d Lay nosed jointly. Likewise , 
solutions designed to address the problems are developed through 
d isc uss ions and mutual assessments made by Na t iona 1 Cen te r s ta f L 
and agency personnel. This is done because agency staff ulti- 
ma te ly are respons ible Cor implement ing the operational plan and 
cond uc t i ng the eomprehe ns ive anal ys is . Pro j ec t s ta L ; f prov ide 
technicdl ass is tance and s ta £ i t ra in ing for the deve Lopmenta L 
portions of the work. However, once the guidelines and 
procedures ace established, final- realization of the objectives 
rests with the agency i tse I £ . 

The se rv ice is cond uc ted pr ima r il y on-s i te and cons is ts of 
two J i s t inc t e laments ; as sessmen t _ot_ d a ta col lec t i_on proced ures 
and dev elo pment of an _ opeFaT i"ona"r "plan . ■ - — " - 

Nat ion a L Center staff initially spend time working di recti y 
with agency s taf f members res pons ible for labor market 
i n to r na t ion - In this way , Ha t ional Cen te r members gain a clear 
idea of tne specific tasks and responsibilities in which agency 
pe r Sonne L are i nvol ved . AL so , da ta col lec t ion , ana I ys is , and 
in t^rpre ta t ion procedures are closely examined . Staff members 
from outs ide agencies such as the local chamber of commerce and 
^conom ic deve lopmen t planning eomm iss ions are v is i ted so that 
their da ta co 1 le c t ion and anal ys is e I: for ts can be examined . One 
these tasks are completed , National Center and agency staff, use 
the i n format ion that has been ga the red to de te rm ine ( 1 ) problem 
areas with the agenc y ' s da ta col lec t ion , analysis, and 
i n te rpre ta t ion pro cod ures ; ( 2 ) steps wh ich need to he taken to 
address the probl em areas ; and (3) essential components of a 
comprehens We labor market analys is for the area . 

* 

The second element of the scope of work can occur simulta- 
neously wi th the assessment of data col lec t ion procedures . The 
f ield work focuses on d isc us & ions and in terv iews held with the 
ajency d i rec tor and other se lec ted sta f t membe r s . Shor t- and 
long-term agency goals are discerned and needs for labor market 
i nf ormat ion de ter mined . Al so , meet ing s are held with indiv id ua 1 
in o t he r agencies who are ab le to prov ide i n for ma t ion about the 
s ign i £ ican t econom ic problems of the a rea and the major 
employmen t-rela ted problems of t lie econom ical 1 y d i sad van t aged 
population . After this work is completed , the information 
gathered is used to prepare an outline for using labor market 
in cor ua t ion on an agency- wide bas is . Add i t ional 1 y , the 
proced ures for developing the out I ine are documented so that 
agency sta £ t can update the plan on an annua 1 basis . 
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Description of Product and Services 

The guidebook is divided into three parts. The first 
section, "Defining the Issues," explains the purposes of the 
book , de t ines key terms , and presents an in trod uc tory discussion 
of such questions as tTiese: 

# What are the different typos of apprenticeship and 
preapprenticeship programs? 

# What are apprenticeship standards? 

# What are the major benefits of apprenticeship and 
barriers to coordination? 

In the second : ec tion , the action planning g uide lines are 
detailed; six essential tasks and f or ty- f ive spec i fic activities 
( sub tasks) are iden tif ied • The . f inal section inc Ludes several 
appendixes dealing with such background ii formation items as 
sample designs of appren ticesh ips in two industries, federal laws 
and regulations affecting the employment of apprentices, and 
addresses of federal, regional, and state, agencies dealing with 
appren t ices . In add i tion , numd rous descriptions of 
apprenticeship programs are included in the appendixes. 
Extensive reading lists also are provided throughout the 
guidebook* 

The g uidebook also includes action plann iny worksheets . As^ 
noted in the guidebook, developing and implementing 
apprenticeships are complex activities. The worksheets are 
intended to help planners^ intake specialists, and counselors 
develop a program based upon analysis of a number of important 
elements in the entire process. For each of the specific 
subtasks, the user develops the procedures that should be 
followed local ly . 

The National Center offers training to assist agency staff 
with the development of apprenticeship ^Linkages. Apprenticeships 
in Eroployroen t and Training Programs : An -Action Plann ing Guidebook 
is provided to al 1 participating s taf f members . 
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Intake 



Overview 

As the introductory step, the intake process is the first 
interaction point between .the CETA program and the participant. 
The basic purpose of intake is to determine who is eligible for 
CETA programs and who is not. This sounds straightforward and 
routine ; in real i ty , however , it is a complex task* 

An effective intake system calls fof more than simply 
determining eligibility. It sets the stage for what the client 
can expect from the program and , conversely, what expectations 
the program has of participants. It is the introductory phase 
and, as such/ includes outreach or recruitment of potential 
appl ican ts , orientation to CETA and poss ibly to the world of 
work, as well as eligibility determination* It prepares the 
clients tor assessment , development of the ir Employ ab i 1 ity 
Development Plans (EDP) , and placement in training or employment. 

Many CETA pr ime sponsors have experienced problems in 
organizing and administering their intake programs. These 
problems are difficult to avoid because there are often 
conf 1 ict ing needs , such as participant interest and ability 
versus training and employment open in<js * These problems are not 
surprising; they parallel problems that all people encounter in 
preparing for productive work, A major difference, however, is 
that CETA participants usually have I imited options available to 
them. Thus, a major challenge for those responsible for the 
intake process is to help all potential participants in their 
occupational planning, whether their next steps are within CETA 
or outside* There rarely is time for in-depth planning at this 
point, but efforts can be made to make intake far more than a 
mechanical forms-completion process . 



Purpo ses and Objec t ives 

The purposes of the National Center's one product and 
several services relative to intake are twofold: (1) to identify 
problems and pitfalls commonly experienced in the area of intake 
and (2) to provide examples of models and strategies to help the 
intajce system operate more effectively. 

Upon completion of the guioebook on intake and related 
training, CETA staff will be able to — 
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1 , id entity common problems of te n ex per iencod in the 
intake process ; 



2, cite examples of intake strategies employed by 
various CETA programs; 

3 * id en t i Ey advantages and d i sad van t ages ofdifterent 
types of intake systems ; and 

4 , outline and develop appropriate intake processes 
for their individual settings. 

Description of Product and Se rv i ce s 

The guidebook is designed to be an easy to use reference 
document for those involved in establishing or modifying their 
intake programs . The intake process is presented as an integral 
part o £ the par t ic ipan t 1 s exper ience and the reader is challenged 
to view intake as the first step of a developmental process 
rather than a routine application and interview experience. 

The document includes descriptions of various approaches to 
intake, and thus the reader will be able to see the advantages 
and disadvantages of different types of intake systems. It is 
des igned to be a pract icai gu ide # one that helps the reade rs make 
application of examples to their own unique settings* 

The National Center offers training to help CETA staff 
analyze the intake system and then modify it as necessary. 
Duration and specific objectives oh the training ana based on the 
needs identified by the employment and training agency. The 
guiJebook is prov ided as part of the training , 
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Testing 



Qverv iew 

Testing in Bmp loym en t T and Tl a in i ng Prog cams : An Actio n 

.Plannin g Gulaeb ook provides an und-j cs tand ing bt eight essential 
tasks in planning 'and implemen t ing a tes t ing and assess Men t 
program. The tasks ace as follows : 



i — 1 l 1 1 1 r 

Task L : TdSK 2- Tafik 3: TasK 4: 

Ks tab L i sh ing Ana! y z in j Ana 1 y z ing Exam ining 

the assessme n t pa c t ici pan ts ' program se rv ices test ing 

j program needs cesoucces 




Task 0: 

Se Loc t ing tes ts tha t-- 

• H ace compatible with goals oC the agency; 

• a ce appcopc ia te tor part ic ipan ts 

• ace ce levant to prog cam services 

• pcov ide sufficient in tor ma t ion in to r;ms o t the 

purposes Cor which they ace to be used 



± 

Ta^k 6 : 

Setting test spec i t i cat Lons-- tor individuals and groups 



I 





Task 7 : 


Using tests , as tools 


for ga the ring in Eormat ion — 


• administering 


• adapting to part ic i pants 


• sco c ing 


• pretesting 


• interpret ing 





I 



Task 8: 

Using test results — 

• planning EDPs 

• counsel ing and i ns truct i ng 

• reporting to pac tic ipan ts and writing other reports , 

as needed 

• e va 1 ua t i ng prog cams and pi ami ing ad* i i t lonal prog rain 

se rv ices 
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The most important concept strati sod re jard iny the eight 
tasks is that they do not necessarily follow a rigid t ime 
pa t te rn ; t ha t is, each should , be cons i direct as an onyo iny task. . 
Es tab 1 ish i ny the program , for example , does no t mean tha t the 
ay enc y 1 s yoa 1 s a re " wr i t ten in cone re to , " Gbv iousl y , one shou Id 

flexible since the needs of ayencies clianye as as do the noe Is 
ol wv_l i v iduals • Similarly, examininy and select iny tests aue 
con": Lnuous tasks • Using tests and test resu L ts are not the las t 
two s teps of: the process but a re s impl y par t ot an* unend iny cha in 
of activities tha t should lead to the onyo iny development of 
a-ssc'S:vuon t , y uidanc*? , t rain in j , placement , and other proy ram 
elements. 



L^ur^ses and Objectives 

The y aide book is intended ..tor use by employment and tra ini. ny 
staff , especially test coordinators and administrators, 
counse lor s , and instructors » The f orma_t , sot up Lo allow quick 
usage and s<k> t check iny , prov idos these aud iences wi b h an 
understand lay of what tasks need to be addressed and why- they 
should be considered , 

So jie of the ma jou conce rns add ressed i n the y uidebook 
ine 1 ude : th£ tes t iny instruments that shou Id be used Cor 
spec i f ic measuremen t areas and the cr i te v ia that should be used 
to select and use tes ts and i n ter: pre t the resu 1 ts * The 
guidelines and sugy es ted activities will be useful in answe r iny 
these and similar quest ions that prctc t i t ioners ra ise • The 
guide linos we re der i ved from a synthesis of literature writ ten on 
this top ic d ur iny tht- pas t tew years . They a re i n ten-Jed to 
provide principles by which to make judgments or determine a 
cour^-j of action; hence, the, torn "action-planning yuide linen" is 
used . In light of the recent emphasis on education and 
wo rid -of -work re la t ionsh i ps , cone re te suyyes t ions for prog ram 
planning and implementa t ion in this area are vital. 



De sc rip t io n o f ^ prod uc t _ and_ _Se_rv i_ce_s 

The yuidebook is divided into three parts. The first 
section , "Defining the Issues , " ex pi a ins the purposes of the 
book , de f ines key terms , and presen ts an in trod uc tory d iscuss ion 
of: such questions as Why should we test? and What kinds of tes ts 
are available? In the second section , the action planning 
y u ide 1 i nes a re de ta i led ; ** iy h t esse n t la 1 tasks and s ix ty-seve n 
spec i tic activities (subtusks} are identified. The final section 
includes five extensive appendixes called "Exploring Tests and 
Tes t 3ys terns • " In tnese append ixos , test desc r i p t ions are 
provided for seventy- Lour tests including paper-and-penc il 
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dev ices i comprehensive test ba t tec ies t ratinq scales * 
inventories i the work sample approach , and many others. The 
descriptions include ample detail about the test formats/ the 
stage of development oE the ins t rumen ts , poss ibl.e appl i cat ions in 
an employment and training situation* and the addresses of test 
publ ishers . In addi t ion * ex tensive reading lists are prov ided , 
as are responses from a s urvey o£ test users, A number of 
relevant standards for educational and psychological tests < - 
developed by the American Psychological Association also are 
included . 

As noted in the guidebook* testing is a complex activity — in 
some ways an art f in some ways a sc ience . Ac t ion plann ing 
worksheets are provided to assist test users in developing a 
proyram based upon analysis of a number oE important elements in 
the en t ire process . For each o£ the specific sub tasks* the user 
determ ines the steps that should be taken local Ly . 

The National Center offers workshops on the topic of testing. 

Assistance is provided to workshop participants as they apply the 

informat ion in the Ac t ion Plann ing Guidebook to their own local 
s i t ua t ions . 




ERIC 



21 



24 



Counse ling and Developing Employabili ty Deve lopme n t P l ans 
Over view 

The Euvpluyabi L i ty Development Plan ( EDP) , i E used properly t 
can be an e £ tec Live anc) exped ien t tool tor ensuring tha t 
participants obtain optimal bene t i ts £rom the i r tra in ing and 
job placements , 

The g uideboo k , Empl oy ab il i ty Dev el o pme n t Plans : Counseling 
Participants and Developi n g EDPs * eombFnes the critical elements 
oF""g uTdance and counsel ing with the varied training activities 
and serv ices prov ided through CETA. 1 1 contains g uidel ines that 
cic* designed to assist the program participant in becoming more 
competitive in the la"bor market. 

The development oE an EDP is commonly v iewed as a burdensome 
and time-consuming requirement ot Little, iE any/ value. 
However , when integrated into a sys terns approach , the EDP serves 
as an aid tor counselors to guide participants through the 
assessment/ t"ra in ing t and pi acemen t pha ses o£ an employmen t a nd 
training program. The diagram shown below depicts how the EDP 
Links the three phases together . 
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The y u idebook pr^.vienLs the KDP as a method whereby the 
participant, counse Lor , and others may det^ rmine the mo^ t 
appropr ia to mix o £ proy rams and sorv ices; to enhance the 
part ic ipan t ' s empl oyab i 1 i ty . Essen t ial Ly , the part icipant i;igns 
contract ( the EDP ) to improve oppor tuni ties tot" unsubs id i zed 
employment . This contract or plan in Ley rates the participant's 
i nter*/s t s , poten t ial , and abilities w i t li the emplo ymen t and 
training agency's capabi 1 i t ies to meet specific labor market 
needs. 



Purpose and Ob je ctives k l ^ 

, ? 

The ove rail purpose of the j u idebook is to pt/ov ide a 
st ra ly h t f o rward set of procedures tha t a counse Lor can f ol Lo w iti 
preparing and updatiny an EDP. f 

The guidebook emphasises the importance of using a team 
approach for improving . the employabi 1 i ty ot proy ram par t ie. ipan ts 
The g u idebook does not pre scr ibe addi t ion a 1 pape rwork for the 
counselor ; instead t i t prov ides mean iny and d irec t ion Eor 
paperwork, 

Dev el opine n t of the ha ndbook wa s g u ided by the fo 1 lowing f i ve 
obj ec t ives ; 

1 . To es tabl ish a re l<at ionship among the various 
co-noonen ts of an employee n t_ a nd training 
proy ram 

2- TO define roles and respons ib il i t ies in the EDP 

process for counselors , pa r t ic ipan t s , ins t^uc tors , 
and other stjff 

* ft 

3. r yo establish a rationale ' for placiny a participant 
in a specific proy ram or service 

4* To actively i nvol ve par t ic ipan ts in the developmen t 

of their career goals * 

t ■ 

5* r fo ensure that career guidance and counseling is " ■ 
an integral -part of the participant's, EDP * 

1 

Description of Product and Servi c e s 

, . + f 

The y u idebook add resses the f o 1 Lowiny tasks : 
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TasK 1 : 

Recogn i'^e Pr inc iple.s tor Counsel iny 
Proy ram part ic i pants 



Task 2: 
Prepare to Duve lop the EDP 



Task 3 ; 

Obtain Bug ic in toriwa t ion tor the EDP 
Form and Orient the participant 



Task 4 : 

Analyze the pa rt ieipan t 1 s Speci tic Needs 
and Desiyn a Program to Meet Them 



Task 5: 

Assess the Par t icipan t 1 s Progress 



Task 6: 

Provide Placement and Trans i tional Counse L ing 



A model EDP and directions for its use are included. 

The National. Center oEfers training to help CETA stafE 
a-nalyze the major elements of the EDP process and then to revise 
Ur±ir own process as necessary. The speci £ ic object ive*s and 
duration oC training are based on the needs oT sta££ in the „ 
part icu Jar agency* The guidebook is^prov ided as yart o£ the 
tra in i ny . ' 




Or ien ta t ion to the World of Work 



Overview 

Orien ta tion to t he W or ld of W ork is a program to help prepare 
pat: t io i pan ts for enthusiastic in vol vemun t in career decision 
making , planning , occupational skill training , and related 
occupa t iona L preparation . 

Purpose an d Obje cti ves 

Tin- 1 program is des igntid to acquaint participants with E actors 
the* t in i luencu th^ i r ab i L i t ies to Li rid and r*j ta in jobs tlu-it are 
pr- rsonal ly Sd t isf y ing and rewarding to them • The program is 
intended tor use by participants who have little or no 
understanding of work or the reason for working. 

The fol lowing topics are subjects for learn ing . Activ i t ies 
a r*'>t s tr uc tured around these topic s and should resu 1 t in the 
measurable participant outcomes that are listed below, 

I . Mot iva tion tor Work 

A. Participants identify ways in which work 
satisfies their pe rsonal need s . 

B. Par t ic ipcin ts iden t i fy ways in which work 

benef: i ts socie ty . 1 

C. Pa rt ici pan ts ideu t if y job cha rac te r i s t ics 
that meet personal needs, 

D* Participants identify ways to make work 
mot iva t ing . 

1 1 . Work oppor tuni t ies 

A* participants ident if y rules of people who work 
in organ iza t ions . 

B * Par tic i pan ts iden t i f y benef i ts and drawbacks of 
wor k ing in org an i za t ions . 

C. Participants identify benefits and drawbacks of 
being self-employed . - 

b* Participants compare working in organizations 

to btjing se L f-employerl as a means of considering 
which options may be best for them. 
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Ill* Ca reec Plann mg and Dec i s ion Mak i nj 

A. Pa r t ic ipan ts iden t l t:y ways in whi^h career choices 
have an i n f 1 uenee on L i f e . 

1. On liEe styXo--ht^w and where one lives; 
how the person is perceived by others 

2. On self — how work is consistent with 
values, attitudes, and goa Is 

B . Participants identify ways in which career cho i ces 
have an influence on employment, 

1. How the employment outlook tor an occupation 
affects one 1 s choice of work and the 
possibi 1 i ties for employment 

2. How educational or training requirements 
aEfect a personal ability to pursue and 
succeed in a job 

C. Participants identity ways in which career choices 
impact on job fulfillment. 

1 . How one's cho ice influences success or 
failure 

2* Hdw a career choice affects personal 
enjoyment ant] satisfaction 

IV. Employabi li ty Development 

A, Participants identify Eac tors tha t at feet 
employability. 

3. Participants state* reasons why it is important 
Cor workers to acquire employability skills, 

V, Pe rsonal Val ue and Sel t -Worth 

A, Participants identify pe ruonal s tren<j ths and 
ways to cap i tal i ze on tnose qualities, 

B. Par tic i pants relate persona 1 ex per iences # skills, 
interests , and so torth . 

if* 

VI. Dealing with Conflict 

A, Participants id^nti fy i nstances when conflict 
exists. 




b . E^a f t lc i pants Liton t i t y s t ra tog i e*s Lor coping 
wi th conf 1 ic t . ♦ „ 

c . Part ic i pan ts demons tra techn iques for coping 
with conflict* 

VI I . Coping with Change 

A. Participants identity ways in which current 
events affect lives and work of people, 

B. Participants identify attitudes that influence 
one's outlook about change, 

C. Participants identity strategies for dealing 
with change, 

D* Participants identify skills that are transferable 
in a changing job market. 



Description of Product and Services 

The products provided are a participant's manual and an 
instructor's guide for implementation. Materials are 
indiv id ual ized and allow tor the program to be administered on an 
open-entry , open-ex it basis. Criteria are establ ished for each 
topic so that instructors may evaluate participants' achievement 
of objectives. The illustrated instructional materials are 
written at the third-grade reading level t with the exception of 
specific occupational terminology. When such terminology is 
used t definitions are provided to enable participants to use the 
materials productively. 

The prog ram requi res approx imately twenty hours of instruc- 
t ion . One instructor is sufficient for a class of f if teen to 
twenty participants. Counselors should have access to, and be 
involved in , the assessment of part ic i pan ts so that adequate 
consideration can be given to updating the Qmployability + 
Development Plans ( EDPs ) . 

— The 4 Na^OTT^^^tex^of fers the staff training and instruc- 
tional materiaiis needed to implement the program. Between one 
and one~and~a-half days should be sufficient for staff development, 
depending on the needs of the agency being served. 



A 
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Occupational \ P lann ing a nd Dec i s ion Ma k i ng 



Overview 



Occupational planning and decision making are very 
impor tan t pa r ts of the overal 1 career deve Lopmen t process • The 
first step in career planning is to learn how to analyze personal 
in teres ts and abil i t ies , The ind 1 vidua L then gathers information 
about various occupations and relates this information to the 
emerging personal profile. This new knowledge is used to make 
decisions about occupational priorities and to plan how to 
implement those dec is ions , 

A major problem encountered by many CETA participants is that 
they are not actively involved in making decisions about the 
training that they will receive. An individual who is not 
involved in making these decisions* and who does not know how to 
make them* is not likely to devQlop a strong sense of commitment 
to the training that is received and the ensuing job placement, 

*■ 

Purpose and Objectives 

The National Center has developed the Career Alert Plann ing 
program to enable CETA participants to become involved in the 
decision-making process, CETA participants develop skills 
to help them plan CETA training and that can be used later 
whenever new decisions are required concerning 30b change or 
additional training. 

The outcomes o£ participation in the career planning 
curriculum may be presented in both measurable and 
nonquan t if iable terms. The measurable outcomes are ds follows: 




• Identification oE personal interests and abilities 

• Performance of parts of job-related tasks 

• Iden t if ication of some preferred occupa tions , 
based on in-class experiences 

• Identification ot educational requirements of 
occupa tions 

• Identification of experiences that would be helpful 
in preparing for employment in each of the selected 
occupa t ions 

• Decis ions about a spec i £ ic occupa t ion to pursue 

• Identification of work maturity skills that would 
be required on the job 

• Identification of transferable skills 

• Identification of existing skills 

• Identification of next steps needed to learn necessary 
skil Is 

The nonquantif iable outcomes are as follows: 

• An awareness of the kinds of tasks performed by 
workers in various occupations and of the related 
competencies that workers need 

• An awareness of interests and abilities of various 
workers 

• An awareness of priorities one uses in selecting an 
occupation, such as interests and abilities, salary, 
and employment outlook 

of workers in various occupations 

• An awareness of the following occupational information 
for each occupa t ion explored ; 

- likes and dislikes of people who work in 
the occupa t ion 

- work hours 

- salary range 

- skil Is need ed 
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- employment outlook 

- opportunities lor promotion 

- education and training requirements 

• Reinforcement or improvement of reading, comprehension, 
drul computation skills 



^S£LL^i^lL_°l_?X^^H£i_ a QiL_5®t v ices 

The C^er_ J aler^lannina curriculum is individualized and 
requires approximately forty hours to complete. The 

WeTwitwi ; "t^r^ S wcitten at the third-grade reading 

DeT.n.t onV eitce Pt;o.j of specific occupational terminology. 
Definitions are provided when such terminology is used. The 
program includes a combination of individual, small-group, and 
la ge-group activities. One instructor can manage the program 
with fifteen to twenty participants m a regula r classro^setting 
>r the program can be integrated with other training. Because 
the curriculum i 8 individualized, it can be administered on an 
open-entry, open-exit basis. 

The instructional sequence ot the program is as follows. 
I. Career Orientation 

A. wny people work 

B. How personal needs and wants can be satisfied 
by work 

II. Career Exploration 



A. Clusters of occupations to explore grouped 
primary worker functions 

1 . Adv i s iny 

2~. Arr ang ing 

3. Bui Iding d nd Making 

4 . Doi ng v Cler ical Work 
r ~> . He I p ing 

6. Maintaining and Repairing 

7 . Tfi ink i ng in Pictures 

y. Using Information about the Environment 

9. Working witn Equipment 

10. Working with Numbers and Symbols 



Exploration within clusters based^m individual 
interests and abilities f\ 



C, Materials provided for each occupation allow 
the participant to 

1. Explore 

a. Primary work function 

b. Types o£ jobs % 

c. Work maturity skills required 

d • Interests and abilities of workers 
e. Four sample jobs 

2. Perform in one job (competency-based ) 

a. Responsibilities o£ the worker 

b. h task selected from one of: the 
responsibilities for the learner to do 

c. Steps and procedures for doing the task 

3* Decide (on the basis of additional information) 



a * 


What workers in the occupation like and 




dislike 


b. 


WorK hours 


c • 


Earnings 


d. 


Skills needed 


e . 


Employment outlook 


£. 


Opportunities for promotion 


4- 


Education and training requirements 



III, Dec is ion- Making ; processing in forma t ion 
according to your priorities 

IV, Planning; implement ing decisions (expand ing 
the EDP) 

The National Center is prepared tti provide the staff training 
and instructional materials that are necessary to implement 
Career Alert Planning . 
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Work Matur ity Skills 

Qve rv ie w 

Employees are expected to demons tra te pos i t ive a t ti tudes and 
havfj good work habits. Employers will eva I uate workers accord ing 
to these and other work maturity standards. In some cases/ work 
ma tur i ty is even more import dn t m an employee* s eva I ua t ion than 
demons tra t ion o C spec i f ic occupy t ion a L sk i L Is * 

There is a deEinite set of work maturity competencies that 
employees are expected to demons t ra te , regard less o l: the jobs 
that they ho Id . These compete nc ie s may be de f i ned in tenns of 
the skills that workers need in order to be hir*jj arid to keep 
their jobs, The Eact that these competencies are often labeled 
job ret tin t ion skills points up the ir importance to workers . 



Pu r pose and Obje c t ives 

The National Center has developed a Wo rk M a turity Skills 

program_to enablo CETA pafct ic ipants to acquire the competencies 

and skills that they need.\ The program is based on the actual 

compe Lenc ies and skills idAnt i E ied by panel s of employe rs 

representing the kinds of occupations in which CftTA participants 

are placed* \ 

i ^ 

The to I lowing outline jjon t a ins the s^von major compe tenc ies 
dnJ related skills that CEffA participants acquire in the Work 
jte^^ty SkjULs^-p^^ skil I there is a cr i ter ion- 

re to renced iff^as ure so tha tj^ar t ic i pants can demonstrate 
co»a potent;*? as tney proceed through the prog ram, 

1,0 PRESENT A POSITIVE I MAGE 

L . 0 1 Follo w Good Grooming Prac tices 

A, Maintain Cleanliness 

B, Prac t ice Dental Hyg iene 

1.02 Prac t ice Go od Heal t h Hab i ts 

A, "follow Go"oJ HutrFtTon and Diet Principles 
ft, . Follow Habits Th*t Promote Physical Fitness 

1 . 0 i Dress Appropriat el y for t he Jo b 

A, Select "Appropriate Work Clothing 
B* Keep Clothing in Good Condition 

1,04 Exhibit Sel f-Con E ide nee 

A, I den t if y Pe rsona f "Steng ths 

B, Use Pos it ive body Lang uage 
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2,0 EXHIBIT POSITIVE WORK ATTITUDES 



2.01 Use Basic Social Ski lis 

A* Assume Posi tive Behav ior 
B, Exhib i t Interest in Others 

2.02 Be Creative and Willing to Learn 

A, Identity Creative Potential in 
Self and Others 

B, Seek New Ideas and Ways of Doing Thin<js 

2.03 T ake Pride in Your Work 

A, Develop a Sense of Contribution 
About Your Work 

B, Be Particular About the Finished Prod uct 



3,0 PRACTICE GOOD WORK HABITS 

3 . 01 Maintain Regular Attendance 

A, Be Punctual 

B, Be Dependable 

3 .02 Be Thorough and Diligent 

A~] Complete Tasks Willingly and On Time 

B, Be Persistent and Persevering 

C , Maintain Professional Knowledge 

3.03 Follow Safety Practices 

A~] Identify and Follow General Safety Rules 
B, Operate Ecjui lament Safely 

Identify and Demonstrate First Aid 

Techniques 

4.0 PRACTICE ETHICAL BEHAVIOR 

4 . 01 Exercise Integrity and Good Judgment 
A~] Maintain Confidentiality 

B, Maintain Loyal ty 

C, Demonstrate Honesty 

\ 

4.02 Respect Property 

AT Care for the, Building 

B, Care for Equipment and Furniture 

4.03 Follow Company Rules 

A, Follow Company Policies and Operating 
Procedures 

B, Cooperate with Organization and Union to 
Resolve Conflicts 
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5.01 Demonst rate Spoke n (Jommunijc a t ion S kil Is 
A- Use Proper Larvj uage 

B. Use Proper Speak ing Techniques 

C. Correctly Relate Information and Messages 

5.02 Demonstrate Wri tt en C o mmuni cation Skills 

A, State Information in a Clear , Cone ise t 
and Correct Manner 

B. Convey Accurate and Complete Information 

5.03 Demon st rate Nonr- Verbal C ommunication Skills 
A, Use Body Language to Improve Speaking 

Skills 

13 . Use Body L,:mg uage to Improve Lis ten ing 
Skills 

5.04 Demo n strate Good Listening Habits 

A, Exhibit Qualities of a Good Listener 

B. Follow .Verbal Instructions 



ACCEPT RESPONSIBILITY 

6*01 U se Ini t ia t ive 

A. Anticipate Responsibilities on the Job 

B. Be Willing to Perform Your Scope of Work 

6.02 U se ProbJ em- Solving Techniques 

A. Analyze "the Problem 

B. Identify t ^nd Choose Among Alternatives 

C. Devise a 1 Plan of Action 

6.03 Manage Personal Responsibilities 

A, Manage Responsibilities ot Family Living 

B. Manage Personal Finances 



COOPERATE WITH OTHERS 

7 . 01 Wor k as a Member of a Team 

A, Communicate Fi'eely With Co-Workers and 
Supervisors 

B. Deal with Job Frustrations 

7.02 Work U nder Superv is ion 

A. Identify and Work Within the 
Organizational Structure 

B . Cope wi th Conf L ict 
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De seription o£ Prod uc t and Se rv ic es 

The Work Ma t u r i ty Skills prog ram is ind i v iduu I i zed a nd can 
operated on an open-entry, open-ex it basis . The program can bo 
managed by one instructor with 15-20 partici pants in a classroom 
se 1 1 iny or can be in teyra ted wi Lh other train ing . The various 
individual, small -group, tind la r yo-g roup ac Li v i t iea regui re 
approx ima tely forty hours to complete . With the exception o£ 
specific occupational terminology, the instructional materials 
are written at the third-yrade roadiny level. When occupational 
terminology is used , the jm ter ial s incl ude sufficient read iny 
instruction for participants to gain the necessary unde rs tand i ng * 
A competency ve r i f ica t ion record is provided tor CETA partici- 
pants £o presen t to prospect ive employers dur iny job interv iews . 

The National Center is prepared to assist employment, and 
training agencies with implementation oC the Work Matur i ty SKill s 
program. In addition to analyzing the appropriate implementation 
s tra teg ies Lor a given agency, the National Center of fers s ta i: £ 
tra ininy and the i nntr uc t ional ma ter ia Ls that are needed . 
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Job Se a rc h Skills 



Overv lew 

Employers expect job applicants to demonstrate certain 
competencies related to resume development* filling out 
appl icat ions , par t ic ipat ing in the job interview , and portraying 
the training and other experiences that make them suitable for 
employment . These competencies , as well as those that are needed 
to search for a job, may be defined irv terms of specific skills 
that can be learned by CETA participants. 

Purpose and Objectives 

The National Center has developed a Job Search Skills program 
to enable CETA participants to accfuire the competencies and 
skills that they need* The program is based on the actual compe- 
tencies and skills identified by panels of employers representing 
the kinds of occupations in which CETA participants are hired. 

/ The following outline contains the four ma jot: • compe tenc ies 
and related skills that CETA participants develop. For each 
sicill t there is a criterion-referenced measure so that partici- 
pants can demonstrate competence as they proceed through the 
program, 

PREPARE FOR THE JOB SEARCH 

1.01 Choose a Job and Prepare for Employment 

A. Determine the Jobs For Which You are 
Qual if ied 

B. Define the Hiring Practices for the job 

C. Meet the Hiring Requirements 



1.02 Compile Information For Application And/Or 
Resume 

A. Record Personal Data 

B. State Your Career Objectives 

C. List Your Formal Education and Training 

D. Lis t Your Work Experiences 

E. List Volunteer Experiences 

F. List Your Military Experiences 

G. List Special Credits and Activities 

H. List References 

1.03 Prepare the Resume 

A. Choose a Type of Resume to Prepare 

B. Prepare a Draft Copy of the Resume 

C. Prepare the Final Copy of Your Resume 
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2.0 



SEAKCH FOR AVAILABLE JOBS 



2.01 Identify Potential Employers . 

Compile a List of Job Leads 
B.. Gather Facts About Job Leads 

2.0 2 Decide Wh ich * Employers to Contact First 

A^ Relate Personal Skills to Job Leads 

B. Relate Personal Preferences to Job Leads 

■ * 

2.03 Follow Job Leads 

A. Pre pa re Your Mes sage 

B. Contact Employers Directly by Telephone 

C. Contact Employers in Person 



3.0 APPLY FOR JOBS 



3.01 Fill Out Applications 

A, Anticipate Questions 

B. Record Information Neatly, Clearly, 
Completely , and Correctly 

3.02 Present Appl ication 

A. Find Out Relevant Facts 

B. Seek an Appointment for an Interview 



4-0 INTERVIEW FOR THE JOB ■ 

4.01 Prepare for the Interview 

A. Make the Appointment 

B- Make Arrangements to Get to the Interv iew. 

C. Anticipate Interview Questions 

D. Prepare Your Physical Appearance 

E. Take Necessary Materials 
^ F. Be Punctual 



4.02 Handle the Interview 

A. Handle the Introduction in a Positive Way 
B- Communicate Effectively with the 
Interviewer 

C. Ask Questions About the Job and Company 

D. Complete the Interview 

4 .03 Follow-up on the Interview 

A. Evaluate and Improve Your Interview 

Techniques 
b- Write a Thank You Letter to the 

Interviewer 
C- Place Follow-up Telephone Calls to the 

Interviewer 
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5.0 HANDLE JOB OFFERS 7 

( 

5*01 Find Out Information ^About the Job and Company 

A. Identify Specific Items in the Job Offer 

B. Find Out the Company*s Policies and 
Procedures 

5*02 Negotiate tor the Job 

A^ Compare job Offer Items with ^Personal Needs 
B* Make A Choice 




Description of Product and Services 



The Job Search Skills program is individualized and can be 
operated on an open-entry, open-exit basis. The program can be 
managed by one instructor with fifteen to twenty participants in 
a classroom setting or can be integrated with other training. 
The combination of individual, small-group, and large-group 
activities and simulations requires approximately forty to 
forty-five hoqrs, to complete. Participants engage in 
self-directed'Njob searches during the program or afterwards, or 
both . It is recommended that at least some of the job searching 
take place while, the participants are in the program so that the 
instructor can help them learn from their experiences in the < 
field. The instructional materials f br the program are written 
at the third-grade rea'ding level with the exception of specific 
occupational terminology that is used. The materials include . 
sufficient reading instruction for participants to master such 
terminology. 

The Nation A" Center^ is prepared to help employment and 
training agencies with implementation of the job Search Skills 
curriculum* In addition -tfd conducting staff training and 
providing 'instructional materials, Jfche National Center will help 
specify Jfche roles of instructors, counselors, and job placement 
and development^ personnel who are involved with the program. 
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Private Sector Involvejnent 



Overview / 

The major goal of employment and training programs is to 
place participants in private sector occupations* Too often, 
however , the pr ivate sector is not sufficiently involved in 
planning the training th^t is to lead to job placements* 
Therefore, employers may tr^ve little confidence in the training 
that is given* if they^now about it at all* and may be reluctant 
to hire those who have participated in it. 

CETA participants are all economically disadvantaged and many 
are educationally disadvantaged as well. Many participants 
cannot cross the threshold into private sector occupations, 
especially ones with a career "ladder, 11 unless employers have 
strong reason to believe that recent training has made a 
substantial difference in the participants' job r readiness. The 
best way to convince employers that training has made a 
difference is to involve them, in an effective and efficient 
manner i in planning and evaluating the training • 



Purpose and Objectives 

In all of the programs developed by the National Center for 
employment and tra ining agenc ies t private sector involvement has 
been of primary importance • The Nat ional Center has helped prime 
sponsors , school districts* and other agenc ies work with 
employers to meet the following objectives; 



Identity the specific occupations for which 
employers need trained worker 



• Develop training programs that are based on the 
specific competencies and skills that employers 
find essent ial 

• Implement the training programs in a manner that 
closely approximates the actual work conditions 
that will be encountered 

• Evaluate the training by having employers review 
the curriculum and recommend modifications that 
are needed 

• Place program participants by demonstrating to 
the employer that the specific competencies 
identified by that business or industry have been 
planned by participants 

• Coordinate tollow-up and follow-through services 
in such a way that employers can see the benefit 
to them of having the service performed 
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If these objectives are met r employers arc much more likely to 
have confidence in the training and to hire program completers. 

The confidence that can be generated by meeting these - 
objectives can be ^demonstrated by the National Center's recent 
experience in Columbus , Ohio . The Na t ional Center worked with 
the Columbus Publ ic Schools* Div is ion ol Adult Ed ucation to 
develop and implement' eight advanced training programs for the 
Columbus-Franklin County CETA Consortium. The National Center 
used a process called DACUM (Developing a CurriculunO with panels 
of employers and employees to iden ti f y the competencies and 
specific skills required for each occupation* The training 
programs were developed accordingly, and employers reviewed the 
curr iculum on a regular basis . Par t icipants were required to 
demonstrate competence in all required skills and w„ere assisted 
in doing so by ind iv id ual ized ins tt^uct ional techn iques . When 
participants had job interv iews , they presented val idated 
lists of the competencies and skills that they had gained. Many 
participants were hired by employers who had helped to plan the 
programs. As a result of private sector involvement in the 
training , the job placement rate averaged 86 percent for the 
eight occupations over a period of two years.* 



Descr ipt ion of Serv ices 

The National Center is prepared to assist employment and 
training agencies in the process of developing private sector 
involvement in, and commitment to, the training that is given. 
The National Center could review current policies and practices 
related to private sector involvement, help establish new goals 
if necessary, and help agency staff develop procedures to reach 
those goals . Potential areas of ass is tance incl ude cond ucting 
assessments of employers' needs for trained workers, conducting 
DACUM sessions to determine the exact competencies and skills 
that are required by area employers, developing and implementing 
new competency-based training/ establishing public relations 
procedures to keep employers informed of the training that is 
going on and when completers will be available for placement # and 
identifying the support that can be given to participants as they 
make the transition from training to full-time employment. 
Procedures for approaching employers in a consistent and 
effective manner also could be established between departments 
in the agency (such as plann in<j # operations # placement # and job 
development) and wi th serv ice prov iders . 



For more information about the training that was yiven, see 
the section entitled/ Mob Training." 
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In addition , the Nat 
agencies with implements 
proyrams that already ha 
referred to the sec t ions 
Search Skills," and M Job 
competency-based program 
to employers . By involv 
implementation of these 
ayency can demonstrate i 
expectat ions . 



ional Center is prepared to assist 
tion of competency-based training 
ve been deve loped . The reader is 

entitled "Work Maturity Skills," "Job 

Training" for descriptions of 
s that teach skills desired by appealing 
iny private sector representatives in the 
programs, the employment and training' 
ts commitment to meet employers' 
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job Training 



Overv iew 

Over the last three years , the National Center has worked 
with CETA prime sponsors and private sector employers to develop 
ind iv idual ized competency- based tra ining programs , For the 
Technical Assistance and Training for Occupational Skills 
project , several of these programs were combined and new 
materials were added to create the Secretarial Occupations 
Cluster , This program includes train ing for the following 
occupations ; 



• 


File clerk 


• 


Receptionist 


• 


Typist 


• 


Clerk/Typist 


• 


Technical Typist 


• 


Medical Typist/Transcript ion is t 


• 


Secretary 


• 


Legal Secretary 


• 


Med ical Secretary 


• 


Insurance Secretary 


• 


Secretary/ Stenographer 


• 


Technical Secretary 


• 


Court Stenographer 


• 


Executive Secretary 



The secretarial program was designed as an open-entry, 
open-exit competency-based individualized instructional system to 
enable learners to develop skills required for successful job 
placement and performance. Because there are a number of exit 
points, the participants can leave training after gaining entry 
level skills or stay in training and develop the competencies 
required for more advanced occupations. With instructor aid and 
individualized learning activities , the participants work at 
their own pace and progress as they can demonstrate specific 
competencies. Training requires from twenty- four to forty weeks. 

Curriculum materials were developed on the basis of a 
detailed task analysis for the occupations. Business and 
industry representatives served on an advisory committee that 
analyzed job descriptions and assessed the importance of the . 
various skills to successful performance of the job* Classroom . 
instructors provided input and review for the development 
ef fort . 



Purposes and Objectives 



The purposes and oojectives are as follows: 

• To train learners in skills identified by employers 
as necessary for job per f ormanee 

• To accommoda te participants 1 unique learning need s 
and styles 

• To present instruction in small , discrete steps for 
mastery of both simple and complex operations 

• To provide for frequent and specific evaluation of 
a learner performance th^t gives immediate positive 
reinforcement or early problem identification 

• To enable participants to gain confidence as they 
tally new skills on a competency record 

• To integrate occupationally relevant basic skills 
instruction with job training 

• TO train learners only in areas where preliminary 
assessment indicates a need for skill development 

• To allow for a steady referral of participants who 
enter as space becomes available and who exit when 
the necessary competencies have been acquired 

l 

Description of Products and Services 

The curriculum jfrajterials developed for the secretarial 
cluster include the following : 

A STUDENT GUIDE CONTAINING: 

Introduction to the use of competency-based 
individualized materials (supplemented by a 
two-part aud\ov isual unit) ; 

— Table of Con terKfcs detailing competency areas t 
the subd iv is ion\^competencies into tasks t 
. and the analysis oT^'La^ic^in to operations, 
each of which has a correspond ing learn ing 
J^*~* activity called an Operatignal Unit; 

Operational Unit Pages ind ica ting the 
performance objective* items required* and 
, materials supplied* for each Operational Unit; 

^ V 
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Worksheets tor learners to practice the steps 
and procedures explained in the learning 
ac t i v i ty ; 



Evaluation Checklists to be used as pretests 
ot competency/ sei t-checks for the learners , 
and as evaluation instruments for the instructors 
to assess compe tenc y . 

• LEARNING ACTIVITIES (OPERATIONAL UNITS) that provide, 
in graphically ill us t rated , print-based form t the 



• AUDIOVISUAL UNITS supplement the printed Operational 
Units tor those operations learned most effectively 
with a mediated mode ot instruction, 

• A COMPETENCY RECORD in the form ot a checklist of all 
competencies necessary to the successful pursuit ot 
employment in the occupation. Signature by the 
instructor and supervisor certifies satisfactory 
completion of the train ing program . 

For the secretarial cluster program t there are 253 
print-based learning activities and 56 audiovisual units . 

The National Center is prepared to offer staff trainin 
technical assistance for the improvement of occupational 
training programs . Such tra in ing and assistance could 
provided in any or all of the following forms: J 



• Procedures for private sector involvement 

• Actual program development 

• Staff training for program development 

• Staff training for implementation of such programs 
as the Secretarial Occ upat ions Cluster 





Models for program development 




Read ing and Math 



Overv lew 

When instructors in CETA programs attempt to teach 
occupational skills to participants t they find that some of the 
participants are limited by low levels of reading and math 
skills. These participants typically have not experienced 
academic success in their traditional schooling and may have 
dropped out of school early. One of the reasons expressed for 
their inadequate motivation to learn basic skills in the 
traditional school setting is that they do not see the personal 
relevance of learn ing reading and math when these subj ects are 
presented as isolated academic d isc ipl ines , Furthermore , the 
practical application df what they have learned is : often 
postponed , Yet t as is widely recogn ized , these skills are basic 
to successful mastery of a variety of occupational skills. 

To address this problem* the National Center has developed 
techniques for infusing basic skills instruction into specific 
job tasks in order to gain the motivational and practical 
advantages of its demonstrated relevance and immediate use. 



Purpose and Objectives 

The overall purpose, is for participants to gain the reading 
and math skills necessary for successful performance on the job 
and to learn those skills in the context of their occupational 
training. In order to achieve this purpose , the following 
program objectives have been identified, 

• To maintain a general reading level low enough to 
avoid barriers to learn ing occupational skills , 
yet h igh enough to prov ide read ing practice 

• To identify specific math functions necessary to 
solve problems on the job and provide step-by-step 
directions for using these functions to perform 
job operations 



• To support reading and math with alternative modes 
of presentation such as graphics and audiovisual 
vocabulary development units *to clarify and 
reinforce the written messaage 

• To Secure active learner participation in vocabulary 
development and math manipulation through worksheets 
and interaction required by audiovisual units 
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# To structure the reading and math according to the 
main steps of a job operation and a breakdown of the 
steps into carefully detailed procedures, each expressed 
as specific directions for action and in a format designed 
for easy reading 



Description of Products and Services 

Training in basic reading and math skills is infused in the 
job training program materials developed by. the National Center 
for use by CUT A participants (see the section entitled "Job 
Training") * In addition, participant learning materials in the 
following curricula have been developed in accordance with the 
same pr inc iples ; 

# Orientation to the World of Work 

# Career Alert Planning 

# work Maturity Skills 

# Job Sea r c h Sk i 1 1 s 

Technical assistance can be offered to agency staff on 
procedures for teaching occupationally relevant basic skills in 
the training program c ur ren tl y o f f e red to participants. Another 
option is assistance in developing basic skills curriculum units 
to supplement and enhance the effectiveness of existing programs. 



# 



To provide systematic repetition and review of basic 
skills through/practice of job operations 





52 



Job Placemen t und Development 



Overv iew 



The desired outcome of all the services provided by 
employment and tra in ing agenc ies is permanent unsubs id ized 
employment of the participant. In the words of the 1973 
Comprehensive Employment and Training Act/ the objective is "to 
assure that training and other services lead to maximum 
employment opportunities and enhance self-sufficiency*" Maximum 
employment opportunities imply more than just a job,/: When asked 
about their aims, CETA participants typically respond / "I just 
want a job . " But un in formed and ind iscr iminate choice of 
employment will not lead t except by occasional accident* to 
long-term retention t satisfaction , and success in the job. 
Placement services must account for the al 1 -important second 
mile . 

In the face of high unemployment and job scarcity! it is a 
challenge for placement staff to couple ideas o£ suitable jobs 
for participants with the situation in the job market. The needs 
o£ participants tend to outrun the number and suitability of job 
orders . 



Purpose and Objectives 

The National Center for Research in Vocational EducatiiSh has 
developed a set of guidelines to assist prime sponsors in 
performing the placement functioh in a manner consistent with 
the stated goal* yet cognizant of job market realities. The 
guidelines include materials related to both job placement and 
job development . 



With reference to placement ®f participants, 
are to enable staff to — 



the objectives 



# direct participants to job openings that correspond 
wi th their skills t qual i f icat ions , and interests; 

# give participants updated , realistic information 
about the job market for their occupational field; 

# maintain an awareness of the mult i faceted nature 
of participants* employment needs ; 

# provide continued and consistent support for participant 
grow tli in job search skills; and 
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• enable participants to seek and obtain a job rather 
t than to be placed pass i vol y . 

The objectives for job development are to enable stai:f to- — 

• furnish information to employers about the agency's 
^ serv ice & ; 

• obtain information about employers ' general employment 
needs and specific job openings; 

• provide information about the qualifications of 
job-ready participants ; ^nd 

• expand employment opportunities through such means 
as apprenticeships, OJT, and work experience, 

. . Coordination and cooperation between community service 
agencies offer potential for meeting the challenges of job 
placement and development effectively. A model for a training 
and .placement counc i 1 is presented wi th the obj ectives of 
^ allowing agencies to — 

• work cooperatively to meet the employment needs of 
participants; 

• promote community awareness of its goals and specific 
activities through coordinated public relations efforts; 

• broaden knowledge of the local job market throftyh 
exchanged information ; and 

• avoid duplication o£ et tort . v 

Description of Product and Services 

Job Placement in Employment ancT Training Programs: An 
Ac t ion Plann ing Gu idebook consists of three parts including 
sections on job placement, job development, and organizing 
training and placement councils. Tasks corresponding to the 
object ives for each area are identified, and guidelines for 
completing each task are y iven • In add it ion , an accompanying set 
of worksheets is provided for agency-specific analysis of each 
task . 

The National Center is prepared to offer staff training and 
consultation to improve procedures for job placement and 
deve lopmen t . 
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Follow-Up and Fol low- Through 



Overview 

While collection of follow-up data is mandated for reporting 
' purposes, creative use of the follow-up procedure can yield a 
number of other benefits. The most obvious is the feedback that 
can be used to impro>eH^^9^ri^ offerings , currieular content, and 
the overall preparation of participants, for a job. 

Another advantage the f»l low-up system can prov ide is the 
opportunity to deepen contacts with employers in the community 
and to gain additional information about the labor market and the 
hiring, training, and promotional practices of businesses. 

It is important that follow-through with the participant be 
closely related to the follow-up effort* The ''sticking power" of 
the prime sponsor's previous services to the participant may 
depend on applying a final layer of glue — represented by helping 
the participant ( and , perhaps , the employer ) to address any 
problems that surface in follow-up. Counseling <and referral to 
needed support services or sources o£ additional training can be 
of tremendous aid in job retention* 



Purpose and Objectives 

The National, Center's purpose in addressing the question of 
how follow-up and follow-through should be conducted is to assist 
prime sponsors in obtaining the maximum benefit for their 
participants and themselves from an activity which is reportorial 
in nature , 

Wi th regard to £ollow-up, one of + the objectives is to prov ide 
information about the procedures used by other primS sponsors and 
their thoughts about what experience has proven effective for 
them, A second objective is to relate this experience to 
particular purposes for collecting follow-up data and to provide 
g uidel ines for accompl ishing those purposes , Because there is a 
dearth of literature of this specific nature, the National Center 
surveyed a number of prime sponsors to gain their insights. 

With regard to follow-through, the objectives are to develop 
procedures for using' follow-up data to identify problem areas and 
to develop strategies for using th is information in offering 
supportive £ol low- through services to participants* 1 
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Description of Product and Services 

Pollow-Up and Follow-Through in En plowmen t and Training 
Programs: An Action Planning Guidebook is written in two parts. 
The first part describes the follow-up tasks: 

# Identify purposes of follow-up activities for your 
agency 

# Design a f ol low-up strategy to correspond with 
the purposes ident if ied 

# Decide on procedures to carry out the strategy 

# Develop aids for data collection ( questionnaires , 
interview guides* telephone scripts) 

# Collect data ^ 

# Analyze data J / 

# Communicate resul t ing in format ion to the U.S. Department 
of Labor and to specific agency staff, for use 
according to ide-nt if ied purposes 

t The second section of the guidebook contains information on 
the follow- through tasks ; 

Identify areas for participant reinforcement 

Identify available means of reinforcement (i.e., 
counseling, referral to other agencies* etc.) 

\ 

Determine effective procedures for delivery of 
supportive services , 

# Implement, procedures 

In addition to the book, an accompanying set of worksheets 
prov ides for agency-spec if ic analysis , 

The National Center will provide consultation and staff 
training to improve the follow-up and follow-through procedures 
of employment and training agencies. The guidebook would be 
provided to those participating in training. 
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A brief , summary of endorsements from agencies that have used 
the National Cen ter ' s products and services, or persons who have 
reviewed them in depth, is presented here . More information 
about users, and how to contact them, will be provided upon 
request . * * 

"The National Center really helped us to coordinate 
and consolidate our programs for youth and adults. 
We now see how we can maintain a good balance between 
programs that we run and those that we contract out 
to service providers. The National Center is giving 
us the curriculum and staff training that will ensure 
h igh-quali ty experiences for our part ic ipants . " 

\ Joseph Daniel, CETA Director 

Fort Wayne (Indiana) Area 
Consortium 



"The National Center is good to work with. The staff 
understand our problems and the pressure tha t we * re under , 
arEJ^-fe-h^y are tlexible enough to respond with help and 
assistance when needed . rt 

' Charles Carr, Youth Manager 

Philadelphia Office of Bnployment - 
and Training 



"The National Center worked day and night to help us 
develop our RFP for FY 1982 and then conducted good 
inservice training for our regional staff and service 
prov iders . 11 

Larry Conner, CETA Director 
\ <• Kentucky Balance of State 
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"I have greatly enjoyed my involvement, with the Center and 
its fine sta££* /The materials produced by the Center are of 
high quality and represent a coinprehensivo review of all the 
available research in each topical area* They were developed 
in consultation with practitioners and business people, and in 
such a way as to be flexible enough to permit molding to fit 
specific local conditions, And , when v iewed as a total 
package, the materials present several viable variations of a 
mode L participant flow, I bel ieve that agencies which feel a 
n£ed in any of these areas would do well to consult with both 
the written materials and the highly professional staff which 
compiled them . " \ 



Gerald Gordon , /Director 
Arlington LVM/ CETA 
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Information concerning the avjilabilit^^f products and 
services may be obtained by contacting: 

Program Information 0£ £ ice 

The National Center for Research in 

Vocational Education t > 

The Oh io State Un i ve rs i ty 
1960 Kenny Road 
Columbus, OH 43210 




